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PREFACE 


To   tine   Combined   Register   and  Record. 

THIS  book  is  intended  to  furnish  to  the  churches  of  our  order  the  forms  for  a  complete  and  condensed  Register  and 
Record.    It  has  a  place  for  all  that  is  essential  and  for  more  than  is  usually  recorded  by  the  clerks  of  our 
churches.    It  is  based  on  the  experience  of  a  pastor  of  systematic  habits  who  has  had  to  do  with  model  church 
clerks.    It  is  simpler  than  other  books  made  for  the  same  purpose  and  lower  in  price.    This  last  is  especially  true  of  the 
edition  intended  for  the  newer  and  smaller  churches. 

A  place  is  prepared  for  the  register  of  Pastors,  Deacons,  other  officers,  Delegates  appointed  by  the  church,  Baptisms, 
Members  Received,  Members  Removed,  Marriages,  Charities  and  Expenses,  an  Annual  Summary  of  the  figures  furnished 
for  the  Year-Book,  and  a  page  for  the  statistics  of  the  Sunday-school.  To  this  there  are  added  in  the  smaller  edition 
pages  for  records  of  organization  and  church  meetings,  and  in  the  larger,  where  a  separate  book  for  records  is  desirable 
(which  is  published  under  the  name  of  "The  Pilgrim  Church  Record"),  an  alphabetical  index.  This,  it  is  believed, 
comprises  all  which  any  church  really  needs  to  keep  a  complete  account  of  its  transactions  and  condition. 

In  the  register  of  Members  Received  the  numbers  in  the  left-hand  column  should  be  consecutive,  the  names  being 
recorded  according  to  the  date  of  reception.  This  same  number  should  be  repeated  wherever  the  name  of  the  person  to 
whom  it  refers  is  used  in  the  lists  of  officers  or  members. 

In  the  page  of  Charities  our  seven  denominational  societies  are  named  in  the  order  in  which  they  appear  in  the 
Year-Book.    Other  objects  may  be  written  in.    Each  perpendicular  column  stands  for  one  year ;  the  totals  may  thus  be 
easily  added.    The  amounts  given  to  each  object  should  include  all  money  which  has  gone  to  it  through  the  church 
treasurer,  the  Sunday-school,  and  any  of  the  organized  missionary  societies  of  the  church. 
The  suggestions  following  are  commended  to  the  attention  of  Clerks  and  Pastors. 

GEORGE  M.  BOYNTON, 
Secretary  Congregational  Sunday-School  and  Publishing  Society. 


TO  CHURC1 

Suggestions   as   to  the 

As  it  is  frequently  the  case  that  the  duties  of  Church 
Clerk  are  laid  upon  those  who  have  had  no  experience  in 
such  work,  it  has  been  thought  wise  to  give  a  few  practical 
suggestions  and  forms  for  recording  the  ordinary  business  of 
a  church. 

In  the  matter  of  organization  it  is  of  importance  and  of 
increasing  interest  as  the  years  pass  by,  to  have  a  full  and 
exact  history  recorded  of  the  beginnings  of  a  Christian 
church. 

If  it  has  not  been  done  at  the  time,  let  each  Church  Clerk 
piocure  the  facts  in  regard  to  the  first  steps  which  led  to  the 
organization,  and  the  first  preliminary  meeting,  with  the 
names  of  those  present.  If  the  Sunday-school  was  at  the 
foundation  of  the  church,  write  an  account  of  that,  by  whom 
gathered,  the  numbers  at  the  beginning,  etc.  Be  sure  and 
record  the  vote  by  which  the  organization  was  determined. 
Record  in  full  the  Constitution  and  Articles  of  Faith  and  | 
Covenant  adopted  ;  and,  if  the  church  is  legally  incorpo- 
rated, a  copy  of  the  Articles  of  Incorporation. 

Only  records  of  church  meetings  should  be  entered  in  this 
book.     If  the  church  committee  keep  records  of  their 
doings,  it  should  be  in  a  separate  book  and  not  among  the  ! 
records  of  the  church. 

What  to  enter  in  the  records.  —  It  is  not  necessary  nor 
usually  advisable  to  record  discussions  or  the  names  of  those 
taking  part  in  them,  or  of  the  movers  of  resolutions.  The 
records  are  of  the  things  which  have  been  resolved  and 
voted  by  the  church,  and  should  be  confined  strictly  to  i 
these. 

The  important  things  to  be  entered  are  :  —  i .  The  time  ; 


-i  CLERKS. 
Records    of   a  Church. 

and  place  of  meeting.  2.  The  devotional  services  with 
which  the  meeting  is  opened.  3.  The  name  of  the  moder- 
ator. 4.  The  reading  of  records  of  past  meetings  and  their 
approval  by  the  church.  5.  The  reports  of  committees 
accepted  and  by  vote  placed  on  file  (not  to  be  copied  into 
the  minutes  but  referred  to).  6.  The  recommendations  of 
committees  adopted,  or  the  resolutions  or  motions  passed 
by  vote  of  the  church.  7.  The  adjournment.  8.  The 
signature  of  the  Clerk. 

The  records  of  the  Annual  Meeting  should  be  made  with 
especial  care.  The  fact  that  the  notice  was  given  as 
required  by  the  Constitution  of  the  church  should  be 
stated,  and  the  reports  received,  elections  of  officers,  and 
votes  of  the  meeting  should  be  carefully  recorded.  It  is 
not  necessary  nor  wise  to  enter  in  the  records  the  names  of 
those  who  receive  votes  but  are  not  elected,  nor  the  number 
of  votes  cast  for  or  against  any  officer  who  is  elected.  The 
fact  of  the  election  and  the  mode,  as  by  ballot  or  acclama- 
tion, are  enough. 

In  meetings  relating  to  the  call  of  a  Pastor,  it  is  custom- 
ary to  record  the  votes  more  fully ;  to  spread  upon  the 
records  the  letter  extending  the  call  to  him,  and  his  answer 
thereto,  and  the  appointment  of  the  committee  to  arrange 
for  a  council,  if  one  is  held,  and  the  reference  of  this  action 
to  the  society  for  their  concurrence,  if  that  is  a  necessary 
part  of  the  action. 

The  following  forms  for  recording  the  ordinary  trans- 
actions of  a  church  meeting  are  given,  not  as  the  only  right 
way,  but  as  a  simple  and  correct  mode  of  expressing  the 
facts  :  — 


A  meeting  of  the  Church  was  held  at  [place, 
Time, Place,   month,  day,  year,  hour.  p.m.  or  a.m.],  [the 
etc        Pastor,  Deacon  ,  or  Bro.  ]  in  the  chair. 


Prayer  was  offered  by  [- 
The  Records  of  the  last  [or  — 


— ]• 

—  number  of  previous 
meetings]  were  read  and  approved. 

The  Committee  on  reported  in  writing  and  their 

report  was  accepted  and  ordered  on  file  ;  [or] 
Reports  of      reported  verbally  and  their  report  was  ac- 
Committecs.      cepted   and  the   following  recommendation 
adopted  :  —  [here  quote  exactly  the  recom- 
mendation thus  adopted]. 

//  was  Voted  that  [here  record  the  question 
exactly  as  put  by  the  moderator]  ;  or,  //  was 
Resolved  that :  —  [here  copy  the  resolution, 
which  should  always  be  presented  in  writing  by 
the  mover]. 

The  Church  Committee  reported  that  the 
Reception  to      following  persons  had   presented  letters  of 
Membership.     dismission  and  recommendation  to  this  church, 
namely  :  — 

Mr.  and  Mrs.  ,  his  wife,  from  the 

  Church  of   ;  also,  Miss   ,  from  the   


l  otes  and 
Resolutio/is. 


Church  of  ■ 


The  committee  recommend  that  they  be 


Church 
Discipline. 


received  to  its  membership,  on  entering  into  covenant  with 

the  Church.   Also,  that  and  be  received 

upon  confession  of  their  faith  and  entering  into  covenant. 
The  recommendation  was  adopted.* 

Mr.  ,  having  absented  himself  from  the  meet- 
ings of  this  church  for  years,  and  refusing  to  recog- 
nize his  covenant  obligations  to  it  after  faithful  effort  on  the 
part  of  the  Church  ;  [or]  having  been  absent 

from  this  place  for  years  and  the  Church 

being  unable  to  ascertain  his  address  or  to 
communicate  with  him  ;  [or]  having  become  a 

persistent  violater  of  the  Commandment 

and  refusing  to  amend  his  life  [or  any  other  careful  state- 
ment of  the  facts  of  the  case],  is  hereby  declared  to  be  no 
longer  in  the  communion  of  this  Church. 

Adjourned. 

(Signed.) 

 [Clerk.] 

*The  record  may  be  completed  by  a  note  signed  by  the  Clerk,  as  follows: — [Note.] 
The  above  persons  were  thus  publicly  received  on  Sunday  [month,  day]. 

[Forms  for  Letters  Missive  for  the  organization  of  a  church,  the  ordination  or 
installation  of  a  minister,  and  for  a  letter  of  dismission  can  be  found  in  Roy's 
Manual,  and  with  many  other  forms  for  less  frequent  use  in  Dexter's  Handbook  of 

Congregationalism.  ] 


TO  PASTORS. 


While  a  register  is  indispensable  to  a  Church  Clerk,  it  is 
a  great  convenience  and  aid  to  the  Pastor  to  keep  a  similar 
book  for  himself,  for  his  present  use  and  for  his  permanent 
possession.  It  will  often  prove  a  help  in  securing  accuracy 
on  the  part  of  the  Clerk,  by  at  least  annual  comparison 
when  the  report  is  made  for  the  state  minutes. 

A  suggestion  is  also  offered,  which  has  been  found  of 
practical  advantage  by  the  writer,  as  to  the  best  way, 
especially  in  a  large  church,  of  keeping  an  accurate  Parish 
Register,  or  list  of  families.  This  is  by  the  use  of  the  card 
catalogue  system  which  is  employed  in  all  our  large  libraries. 
In  a  changing  parish  an  alphabetical  list  of  families  and 
their  members,  in  a  book,  soon  becomes  involved  in  con- 
fusion. What  with  erasures  and  insertions  the  original  order 
and  connection  cannot  be  maintained.  The  following  plan 
works  admirably  :  — 

Buy  or  make  blank  cards  or  slips  of  stiff  paper  of  the 
size  of  a  postal-card.  Get  enough,  slightly  tinted,  to 
furnish  one  for  each  family  in  the  congregation  as  it  is 
when  you  assume  its  pastorate.  Write  plainly  or  print  the 
family  name  at  the  top,  below  that  the  other  names  of  the 
father  and  mother;  under  them,  indented,  the  name  of 
each  of  the  children,  separating  those  above  fourteen  and 
those  under  that  age  by  a  line.  Still  below,  place  the  names 
of  any  other  members  of  the  family.  After  the  name,  if  a 
member  of  the  church,  put  the  number  which  stands  against 
that  name  in  your  church  register.  Indicate  other  relations 
to  the  church  by  letters.  B  means  baptized  ;  S,  member  of 
the  Sunday-school ;  T,  teacher  ;  etc.  Keep  these  cards  in 
alphabetical  order. 

For  those  who  come  into  your  congregation  after  the 
beginning  of  your  pastorate,  supply  white  cards,  and  record 
the  relation  to  the  church  in  the  same  way.    On  either  set 


of  cards  enter  in  red  ink  the  fact  of  baptism  or  church 
membership  if  under  your  ministry.  You  will  thus  have  a 
complete  record,  and  always  in  alphabetical  order. 

When  a  family  removes  of  which  some  member  is  still 
connected  with  your  church,  take  the  card  from  its  place 
among  the  resident  families  and  put  it  in  order  in  a  separate 
place,  and  when  the  entire  family  has  both  removed  and 
become  entirely  disconnected  with  the  church,  in  a  third 
place.  It  is  easy  to  arrange  a  box  or  a  partition  in  a  drawer 
of  your  study  table  with  two  movable  partitions  to  divide 
these  three  classes.  If  you  are  to  call  on  any  families  and 
desire  to  be  sure  of  remembering  the  names  of  all  their 
members,  you  can  take  the  cards  and  carry  them  with  you 
while  you  are  making  your  afternoon  or  evening  round. 

A  sample  is  given  here  :  — 


Brown. 

Paul  K., 

t. 

240    fr.  1  st  Ch.,  Chicago. 

Mary  F., 

241    fr-   »     »  » 

Matthew, 

242    Conf.    Died  Jan.,  '90 

Mark, 

t. 

410  Conf. 

Mary, 

s. 

Martha, 

s. 

Luke, 

s. 

b.  Apr-,  '87- 

John, 

b.  June,  '90. 

Mrs.  Jane  Jones  (mother  of  241)  243  fr.  3d  Ch., 

Boston. 


Calls  for  each  year  may  be  recorded  on  the  back  of  the 
card.  Final  removal  may  be  indicated  by  a  diagonal  red 
line  and  the  date. 
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OTHER  OFFICERS. 

Church  Committee,  Clerk,  Treasurer,  Sunday-school  Superintendent, 

* 

etc. 

NO. 

NAME  IN  FULL. 

DATES  OF  SERVICE. 

OFFICE  HELD. 

BEGAN. 

ENDED. 

• 

DELEGATES. 
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DATE. 


9 to 


NAME  IN  FULL. 


To  what  Council,  Conference,  or  Other  Meeting. 
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DATE 


To  what  Council,  Conference,  or  Other  Meeting. 
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To  what  Council,  Conference,  or  Other  Meeting, 
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DELEGATES. 


DATE. 


NAME  IN  FULL. 


Jo 


To  what  Council.  Conference,  or  Othek  Meeting. 


//   MtH  X 


/r  // 
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DELEGATES. 


DATE 


NAME  IN  FULL. 


To  what  Council,  Conference,  ok  Other  Meeting. 
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DELEGATES. 


DATE 
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To  what  Corxcn.,  Conference,  or  Other  Meeting. 


10 


'11 


l?j<r 


a  not 


i 


frit 


/S 


\[ibM  if 

2  k 


6' 


/ 


21 


DELEGATES. 
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DELEGATES. 


DELEGATES. 
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DATE 


NAME  l\  FULL. 


To  what  Council,  Conference,  ok  Othek  Meeting. 
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DELEGATES. 
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NAME  IN  FULL. 


To  what  CorxciL,  Conference,  or  Other  Meeting. 
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BAPTISMS. 

When  persons  baptized  become  members  of  the  church,  enter  the  same  number  against  each  name  as  in  the  list  of  Members  Received. 


Jo. 


NAME  IN  FULL. 
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^f/WrrZt/)  JaiLzJth^  ^&mgC 


DATE  OF 


BIRTH. 


BAPTISM. 
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IP  I 


FIRST  NAMES  OF  PARENTS. 

If  "  Adult,"  write  that  word  instead  of  parents'  names. 
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BAPTISMS. 

When  persons  baptized  become  members  of  the  church,  enter  the  same  number  against  each  name  as  in  the  list  of  Members  Received. 


No. 


DATE  OF 


NAME  IN  FULL. 


BIRTH. 


DA 


m^d  frolL 


BAPTISM. 


FIRST  NAMES  OF  BARENTS. 

If  "Adult,"  write  that  word  instead  of  parents'  names. 


1 1 
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BAPTISMS. 

When  persons  baptized  become  members  of  the  church,  enter  the  same  number  against  each  name  as  in  the  list  of  Members  Received. 


2* 


No. 


BAPTISMS. 

When  persons  baptized  become  members  of  the  church,  enter  the  same  number  against  each  name  as  in  the  list  of  Members  Received 


NAME  IN  FULL. 


DATE  OF 


BIRTH. 


BAPTISM. 


FIRST  NAMES  OF  PARENTS. 

If  "  Adult,"  write  that  word  instead  of  parents'  names. 
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BAPTISMS. 

When  persons  baptized  become  members  of  the  church,  enter  the  same  number  against  each  name  as  in  the  list  of  Members  Received. 


^/^i^^,MoM//m /I         II  rtP^r 
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BAPTISMS. 

When  persons  baptized  become  members  of  the  church,  enter  the  same  number  against  each  name  as  in  the  list  of  Members  Received. 


No. 


NAME  IN  FULL. 


DATE  OF 


BIRTH.        I  BAPTISM. 


'vUy*  At), 


FIRST  NAMES  OF  PARENTS. 

If  "  Adult,"  write  that  word  insAad  of  parents'  names. 


/ 


2* 


^Ct^f/^  ^^U^/y  ^^C4^t£^6^t 


I  -1/1/7 


7 
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BAPTISMS. 


When  persons  baptized  become  members  of  the  church,  enter  the  same  number  against  each  name  as  in  the  list  of  Members  Received. 


No. 


NAME  IN  FULL. 


^yh*lj{     GyLOX^i  ft 
fac^  ^^^^^^ 


^v^</\^Aa^  C^ff^<<  I 

P  f 


DATE  OF 


BIRTH. 


BAPTISM. 


FIRST  NAMES  OF  PARENTS. 

If  "Adult,"  write  that  word  instead  of  parents'  names. 


TUr.  V 


'I 


If 


n 


II 


tf 


1 1 
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BAPTISMS. 

When  persons  baptized  become  members  of  the  church,  enter  the  same  number  against  each  name  as  in  the  list  of  Members  Received. 


No. 


NAME  IN  FULL. 


DATE  OF 


FIRST  NAMES  OF  PARENTS. 


BIRTH. 


BAPTISM  "     Adult,"  write  that  word  instead  of  parents'  names. 


crisis 
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MEMBERS  RECEIVED. 

In  case  of  married  women,  put  the  maiden  name  in  brackets  [  J;  if  married  after  enrollment,  add  the  new  name  [Mrs.  ]. 


No. 


NAME  IN  FULL. 


Date  of 
Reception. 


HOW  RECEIVED. 


Date  of 


If  by  confession  of  faith,  mark  C  or  Conf.    If  baptized  at  that  time,  add  ,,„„.,,,, 
1»  or  liapt.    If  by  letter,  give  name  of  church  granting  the  letter.  K.*.MO\  AL>. 
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MEMBERS  RECEIVED. 


In  case  of  married  women,  put  the  maiilen  name  in  brackets  [  ];  if  married  after  enrollment,  add  the  new  name  [Mrs.  ]. 


- 


No. 


NAME  IX  FULL. 


Date  of 
Receptiox. 


HOW  RECEIVED.  |date  of 

If  by  confession  of  faith,  mark  C  or  Conf.    If  baptized  at  that  time,  aiUl  RfmOVAT 
B  or  Bapt.    If  by  letter,  give  name  of  church  granting  the  letter. 


111  O 

<  f 

id 

pi 

If 


4.7 

1 1st 


Y 


<0- 


2<3 


111  3  Ct  12*  its* 

;  CJnU/ 

nna,x  k  .  ^6 

Jiixlr  sc.  tyfffet 


4y  X* 
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